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Requesting Agency 

ST. MARY'S COUNTY 

2. Division or Bureau of Requesting Agency 

CLSPJC 01* CIRCUIT COURT 
3. Authorization Requested (Check only one of the squares below), 

•
Dispose of present accumulation. No 
additional accumulation is antici

pated. Records have ceased to have value 
to warrant retention. 

B 
X Establish retention schedule for re

cords for which there is a continuing 
accumulation. The records . will cease to 
have value to warrant their retention after 
the period of time indicated. 

•
Microfilm ond destroy originals. 
Originals if not microfilmed would be 

retained for the period of time indicated. 

4 . 
Item 
No. 

5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, ond quantity 
(cubic or linear feet). Show recommended retention period. . 

6. Recommendation 
of Hall of Records . 
and Board of Public 
Works. 

1. 

2. 

GENERAL CCTOffiSPOHBEWCE 

Quantityj 1^ cubic fee t 
Dates : 193$ - -
F i l e Arr&ngGOTonti Chronological 
Annual Accumulation $ £ cubic foot 
Disposable Amounti 1 cubic foot 

Ccorrespondence with indlvidualo , p r iva te firms^ various s t a t e and 
county agencies , etc** concerned with the functions of tho Clerk ' s 
o f f i ce . 

RESGHMEHEA7I0N: RETAIN FOR THREE YEARS AND THEM DESTROY 

LICENSES 

Quantity: 15 cubic foot 
Dates : 1935 
F i l e Arrangement: By f i s c a l year 
Annual Accumulation: 1§ cubic f ea t 
Disposable Amount: 11 cubic f e e t 
Audited by : S ta t e 

Applications f o r , and stub records and carbon copies a? the following 
annual l i censes issued by the Clerk of Court: 

Secretary 
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4 . 
Item 
No. 

5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet) . Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

ABrusernent Device 
Angler 
Auctioneer 
Beer 
Circus 
Clammer 
Clam Dealer 
Crabber 
Crab Dealer 
Dredging 
Duck Blind 

Huckster 
Hunter 
Junk Dealer 
Liquor 
Motion Pic ture Machine 
Ton^er 
Trading Stamp Company 
Traders and Miscellaneous 
Vending Machine 
Wholesale Dealer in Farm Machinery 

A record of l i censes issued i s kept i n the permanent l i cense books• 
Total amounts received for l i censes a re recorded each day i n the 
Daily Cash Book (Daily Shee ts ) , which i s the permanent f inanc ia l 
record of the o f f i ce . 

lUJXJGMMEHDATIGN j 

RECEIPT BOOKS 

RET AM FOR THREE YEARS OR UHTIL AUDITED, WHICHEVER 
IS LATER, AND THEN DESTROY. 

Quantity: 12 cubic f e e t 
Datesj 1$hl - -
F i l e Arrangement: Chronological 
Annual Accumulation: 1 cubic foot 
Disposable Amount: 9 cubic f ee t 
Audited by : S ta te 

Receipts given for any ruoney received by the Clerk ' s off ice f o r 
a l l purposes. The r ece ip t s a re prepared i n dup l i ca te , the o r ig ina l 
going t o the payor and the carbon copy remaining in the r ece ip t 
book. All receipted t ransac t ions a re recorded i n the Daily Cash 
Book (Daily Sheets ) , which i s the permanent f i nanc ia l record of 
the o f f i c e . 

RECC*MI2IDAT10N: RETAIN FOR THREE TEARS OK UNTIL AUDITED, WHICHEVER 
IS UTES, AND THEH DS3TR0Y. 

ADMINISTRATIVE ACCOU?fnr&} RECORDS 

Quantity: 12 cubic f ee t 
Dates : 1630 - -
Annual Accumulation: 1 cubic foot 
F i l e Arrangensant: Chronological 
Disposable Amount: 11 cubic f ee t 
Audited by: S ta t e 

This iteat includes the following accounting records , used as support* 
ins da ta t o the f i n a l book of e n t r y . The t ransac t ions t&lch they 
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3. 
5. Description of Records 

Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet). Show recommended retention period 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

concern are recorded in the Daily Cash Book (Daily Sheets ) , which 
i s the permanent f inanc ia l record of the office* 

Paid invoices, b i l l s , and r ece ip t s fo r off ice supplies and 
services connected with the operation of the Clerk ' s 
o f f i ce . 

Banking records , including check stubs, canceled chocks, bank 
statements, deposit s l i p s , and bank books of the Clerk 
of Court. 

Copies of monthly and annual repor t s t o the State Comptroller 

Copies of payro l l s and supporting documents sent to t h e 
Employee's Retirement System* 

: Correspondence Kith the Sta te Comptroller end other Sta te 
agencies regarding f i s c a l o a t t o r s . . 

RECOtCfEHDATlONl RETAIN FOR THREE YEARS OR U3JTIL AUDITED, WHOEVER 
IS LATER, AND THEN DESTROY* . , 


